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Closing Out an Order

. After the Final Payment Notice from Accounting has come in, then closeout the order

in Prism
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Select “Purchase Order” on the Prism welcome screen

Choose “Open PO”

Change “Search Criteria” radio button to “All”

In the “For” box type in the first few number or letters of the order
Change “Include Documents From” to “Related Sites”

Choose “Display”

Click on the PO hyperlink

Choose “Closeout”

0. Choose “Closeout” again

1. Say “Yes” when it asks if you are sure.

Search Criteria
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e My Purchase Orders

Purch=as48 Order Number  endor Hoveard Date Buyer Status Status Date
DISMEY STORE  0B/O07/2002 TRAIMN13, TRAINTZ Released  0B/07r2002
ATETWIRELESS 0B/07/2002 MNORTHRUP, TOM Released  0BM0Qr2002

06M10/2002 NORTHRUFR, TOM InProgress 061002002
ATETWIRELESS 06/07/2002 MNORTHRUF, TOM Released 061002002
ATE&TWIRELESS 0472372002 InProgress 0452372002
ATETWIRELESS 08/07/2002 MORTHRUP, TOM Released  0BM0/2002
ATETWIRELESS 08/07/2002 MORTHRUP, TOM Released  0BM0/2002
ATETWIRELESS 08/07/2002 MORTHRUP, TOM Released  0BM0/2002

05/03/2002 MORTHRUF, TOM  In Progress 05/0352002

ATETWIRELESS 02/03/2002 Feirtag, Bruce In Progress 05/032002
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Additional Infio

Furchase QOrder Information
PO Mumber: PO1056

Warsian: IEIASE—RElEESEd 'I

General Information

Metview: Off

1

Total Arnount, $1,000.00
Ohligation: $1,000.00

Murmber of terms:
Stage: Released &ward

Text Requisition Mumbek 0807PE

Payments Solicitation MNumber:

Summary Purchasze Orderis. Kn
fterns Award Date:
Yendor Vzndm:

uyer. :
Faorm Info ! i ] Click
Contracting Officer. Bruce Feirtag “Cl ©
Supporting Docs Confracting Officer Representative:  {Mone) oscou
YWalidations FPrimary Froductf Service Code; PR
Route Histary Primary Productf Service Code Description: PURCHASE REQUEST
i Cwetier: TOW NORTHRUF
Status History .
Feriod of Perfarmance; {Mone)
Motifications
Qwnership Admin Office Code: CHEMICAL SAFETY
Acceptance Mame: CHEMICAL SAFETY
Navigator Address: 2175 K STREET, W
SUITE 400

Mein i ame City: WASHINGTON

Fo ey « PO1056 Status: Released Mumber of tems: 1
T RASE Stage: Released &ward Total Armount: $1,00000
Main Met View: OfF Ohligation: $1,00000
GanEral S —
Checklist
Financial
MARRC
Text
Perormance Closeout Status: In Progress Click
Return Closeout Date: 06M 32002 11:49 Ak “Closeout”
Total Amount Ordered: §1,000.00

Systermn  User
Receipt Status of Line tems: (Mone) (Maone)
Arceptance Status of Line [terms: (Mone)  (Mone)
Total Amount Received: $0.00
Total Amount Accepted: F0.00
ExpirationfScheduled Date Met ? Mo
ExpirationfScheduled Date: (Mone) (Mone)
Warranty Expired? Mo Mo
Warranty Last Date: (Mone)  (Mone)

Final Audit Date: (Mone)



Furchase Qrder Information

PO Mumber PO1056 Status: Beleased Mumber of tems: 1
YWersion: BASE Stage: Heleased &vrard Total Amount, $1,000.00
Met View: Off Ohligation: $1,000.00

Canfirmatian

Are you sure you want to close this document?

Aﬁ Say “Yes”

-

Purcnase Crder Information

Clossaut PO Hmber: POLOSE Status: Closed Mumber of tems: 1

T —— YWeyzion: BASE Stage Heleased Avward Total Amount. $1,000.00
Wiain Met Wiew: Off Ohligation: $1,000.00

General e

! General Summary
Checklist -
I ! General

Financial

MARRC All Mods and DOTO's are released.

Text
FPerfarmance Closeout\atatus: Released
Return Closeou\Date: 06 82002 11:50 Al

Total Arount Ordgred: §1,000.00

Note that it
can be
reopened

TO REOPEN A DOCUMENT

1. Open up the PO
2. Click on “Closeout”
3. Click “Reopen”



